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Concept taught in webinar GPO tools DDM2 tools 

Knowing what you are 
profiled for so you can 
review your selection profile 

Review ISP 

¶ List of Classes ς CSV file 

¶ Item Selection Profile ς Item Lister 

¶ MS Access query 

¶ Demo how to do counts, create pie 
charts, and color code list 

Review ISP 

¶ Show List of Classes  

¶ Depository Selection & Directory > export options 

Maintaining your Online 
Collection 

Review newer online resources that 
have been cataloged 

¶ NET 

Review newer online resources that have been cataloged 

¶ URL Locator 
o Selection profile filter 

Building a Foundation 
Collection 

 Review older online resources that have been cataloged 

¶ item/URL database 
o Results without any ISP filter on it 
o Demo with ISP pulled down from Item Lister  

Bonus Features of DDM2 

Understanding what you are 
receiving 

 Create customized shipping lists 

¶ Demo Shipping Lists 
o Add an ISP filter to get customized shipping lists 

¶ Compare with ISP and note how what a library is profiled for is not what they 
are receiving 

¶ Create a ΨƳŀǎǘŜǊ ƭƛǎǘ ƻŦ ǊŜŎŜƛǇǘǎΩ ŀƴŘ ŀƭǎƻ ǳǎŜŘ ŀǎ ŀ ǿŜŜŘƛƴƎ ƭƛǎǘ 

Understanding your historic 
tangible collection 

 Review what you received back to 1997 

¶ Demo Shelflist 
o Export options 
o Add ISP filter 

Understanding your historic 
tangible collection 

 Another way to review what you received back to 1997 

¶ Demo Shelflist database in Tools section 
o Add ISP to a MS Access query 

Understanding how to weed 
your historic tangible 
collection 

Superseded List 
 

Reviewing Superseded List 

¶ Customized Superseded List based on current selection profile  

¶ Pull customized Superseded List into Shelflist database and run query to list all 
of item numbers on customized shelflist and supersession instructions 

 
Disclaimer: This is not a άGPO processέ ς what follows are just tips and tricks an Outreach & Support staffer worked on when working in a depository library. It 
has been refined over the years. Everything was done in MS Office 2010 and Windows 7. If you have a different version of Excel or Windows, some of the steps 
may vary. 
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Concept ς Knowing what you are profiled for so you can review your selection profile 
Process ς Reviewing your ISP using the LOC and your ISP in MS Access - from GPO files 
 
How are you going to clean up your item selection profile (most likely to stop the unwanted tangible material from arriving in shipment boxes)? 
 
We are going to pull together different files to provide a more accurate picture of what your library is selecting on your item selection profile and in what 
formats they are available inΦ ¢ƻ Řƻ ǘƘŀǘΣ ǿŜΩƭƭ ƴŜŜŘ ǘƻ ƛƳǇƻǊǘ ǘǿƻ ŦƛƭŜǎ ƛƴǘƻ a{ !ŎŎŜǎǎ and then run a simple query. 
 
Step 1 - Download your item selection profile from the Item Lister  
 

 

www.fdlp.gov > Collection Tools > Item Lister 
 
In the drop down box, select Selections in Rows and 
Columns 
 
Type in your library number 
 
Click Submit 

 

And click Download CSV 
 
Follow the prompts on your screen to open the CSV 
file up. Most computers will most likely default to 
opening it up in MS Excel.  
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Delete row one (in green) so that cell A1 is Selections and cell A2 is your first item number.  
 
Change the name in your new cell A1 from Selections to Item Numbers 
 
Note that there are apostrophes in item numbers that have no letters in them. This is so the spreadsheet (software used 
to display the CSV file) does not strip out the leading zeros. 
 
Item ƴǳƳōŜǊǎ Ƴǳǎǘ ƳŀǘŎƘ ƛǘŜƳ ƴǳƳōŜǊǎ ŦƻǳƴŘ ƛƴ ŀƴȅ ƻǘƘŜǊ ŦƛƭŜ ǎƻ ǘƘŀǘ ǘƘŜȅ Ŏŀƴ ΨƳŀǘŎƘΩ ς which means we have to strip 
the apostrophes out of the item numbers by: 

¶ Selecting Column A 

¶ Find & Select 

¶ Replace 

¶ Type the Ψ into the top box and replace it with nothing (leave it blank) 
 

 
Click Replace All. 
 
All the apostrophes should disappear from your item numbers, as will the leading zeroes. 
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Now you have to get the leading zeros back into the item numbers, so the item 
numbers in different files match. 
 
With the column still selected, click on  

¶ Format 

¶ Format Cells 

¶ Select Custom from the list  

¶ Type 0000 

¶ Click OK 
 
The leading zeros should be back in the item numbers 
 
Save the list of selected item numbers where you will remember it ς as an Excel 
or .xlsx file ς NOT a .csv file. You have formatted the cells to include the leading 
zeros, to save it as a CSV file would strip out that formatting. 

 
Step 2 - Download the List of Classes in CSV format. 
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Go to www.fdlp.gov > Collection Tools > List of Classes > List of Classes Data Files 
 
Click Download next to the List of Classes file (NOT the List of Classes Online Only Items file) 
 
After downloading, open the file up. 
 
The file will open up as a text file. Reads pretty messy, huh?! 
 
5ƻƴΩǘ ǿƻǊǊȅΣ ǿhen imported into MS Access, it will be formatted in a more readable display. 
 
Save the file where you will remember it - as a text or .txt file. 
 

 
TIP - Close both the Item Selection Profile and the List of Classes file spreadsheets. If you import them while they are open, MS Access will strip out the cell 
ŦƻǊƳŀǘǘƛƴƎΩǎ ƭŜŀŘƛƴƎ ȊŜǊƻǎΦ 
 
Step 3 - Import files into MS Access and create a query. 
 
Open up MS Access. 
 
Create a new or blank database, name it, and save it where you will remember it. 
 
Step 3.1 Import your Item Selection Profile. 
 
With your blank database open, click on External Data. Under Import & Link, click on Excel. Browse until you find your item selection profile spreadsheet and 
click Open. 
 



6 

 

 

Import the source data into a new table > click OK. 
 

 
Step 3.1.2 Now you have to format the spreadsheet that you just imported into MS Access. 
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Check the box for First Row Contains Column 
Headings >  
 
Click Next > Next > Next and keep the name of the 
file 
 
Click Finish > Close  
 
You have imported your item selection profile, but 
kept most everything at the default settings. 

  
Step 3.2 Import the List of Classes. 
 
In the database, under External Data tab, under Import & Link, select Text File. Browse until you find the list of classes file and click Open. Leave the import 
settings at default and click OK. 
 
Step 3.2.1 Now you have to format the List of Classes file that you just imported into MS Access. 
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It should recognize that the file is delimited, then 
click Next 
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It should identify that the columns are separated by 
a column.  
 
Scroll to the right to ensure that all the columns are 
correct.  
 
Do NOT check the box for First Row Contains Field 
Names because the first row does not contain 
headers. We will have to supply that later. 
 
Click Next 
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You have to name the columns.  
 
With the first column selected, type the name of the 
field in the Field Name box. 
 
Scroll over and click on the each column that you 
want to provide a header or column name for.  Type 
the name of the column in the Field Name box. 
 
For blank columns or unwanted columns, instead of 
naming it, just select the column and check the box 
ŦƻǊ άDo not import field (Skip).  
 
Click Next > Next > keep the name of the file  
 
Click Finish > Close 
 
 

 
You have two tables imported (plus the default blank table) in your MS Access database. 
 
Step 3.3 Create a query to get detailed information about what is on your item selection profile. 
 
Step 3.3.1 In the database, click on the Create tab > Query Design 
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Select your two tables (hold the Ctrl key down as 
you click on them), List of Classes and the Item 
Selection Profile tables.  
 
Click Add > Close 
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Click on your Item Numbers column (that was your item selection profile list) 
and drag it to the Item Number column in the List of Classes table.  
 
It will draw a line between the two tables.  
 
That is telling MS Access that those fields are related to each other and contain 
the same values. 
 
Double click on Item Numbers, SuDoc, Title, and Formats (or whatever you 
named the columns as).  
 

  
Step 3.3.2 Create you query fields. 
 

 

The fields you double clicked on will appear below. 

 
 
 

Under Results, click Run    
 
 
 
It will run your query, returning all the Item Numbers, SuDocs, Titles, and 
Formats where it matches your item selection profile. 
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Tip ς Going Online or Digital Only? 
 
LŦ ȅƻǳ ǿŀƴǘ ǘƻ Ǝƻ ŀƭƭ ΨŘƛƎƛǘŀƭ ƻƴƭȅΩΣ ȅƻǳ ǿƛƭƭ ƘŀǾŜ ǘƻ ŘŜǎŜƭŜŎǘ ŀƴȅ ƛǘŜƳ ƴǳƳōŜǊ ǘƘŀǘ Ƙŀǎ ŀƴȅǘƘƛƴƎ ƻǘƘŜǊ ǘƘŀƴ Ƨǳǎǘ Ψ9[Ω ƛƴ ǘƘŜ format field. If it is a multiple format 
ƛǘŜƳ ƴǳƳōŜǊΣ ŦƻǊ ŜȄŀƳǇƭŜΣ Ψtκ9[ΩΣ ȅƻǳ ǿƛƭƭ ƘŀǾŜ ǘƻ ŘŜǎŜƭŜŎǘ ƛǘ ƻǊ Ǌƛǎƪ ƎŜtting tangible material for it. 
 
In other words, if you want to drop item numbers with tangible formats associated with them, identify item numbers that can be distributed in a tangible format 
όōŀǎƛŎŀƭƭȅ ŀƴȅǘƘƛƴƎ ǘƘŀǘ ƛǎƴΩǘ ŜȄŎƭǳǎƛǾŜƭȅ ƭƛǎǘŜŘ ŀǎ ά9[έ Ŏŀƴ ōe issued in a tangible format). 
 
From there, deselect unwanted item numbers in DSIMS 

 
The difference between this Item Selection Profile list and that from DDM2 is that: 

¶ Item numbers with multiple formats and/or titles are only listed once (on one row) 

¶ Item numbers with unknown formats are blank in the Formats field. 
 
You can export this query into an Excel file to more easily sort, manipulate, and color code it. 
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¢ƻ ŜȄǇƻǊǘ ŀƴŘ ƳŀƴƛǇǳƭŀǘŜΧ 
 
Click on External Data tab 
 
Under Export, click on Excel.  
 
Browse to where you want it to be saved to 
 
Check the boxes for both  

¶ Export data with formatting and layout and  

¶ Open the destination file after the export 
operation is complete  

 
Click OK and Close 
 

 
Tip - Your analysis will benefit if you add format information when there is no known format listed.  
 
To add a format value where it is missing, select the Formats column and click on Sort & Filter > Sort Z to A.  
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It will prompt you to Expand the selection that is sorts 
 
Click Sort 

 
 

All the item numbers with an unknown format are sorted to the 
bottom 
 
Scroll down to the first bland format cell 
 
Type Unk in the first blank format cell 
 
Mouse over the lower right corner of the Unk cell until the cursor 

forms a plus sign +  
 
Double click on the lower right corner. It will auto fill all the 
remaining empty cells with Unk  

 
 
Save your spreadsheet.  
 
This process can be used to review your selection profile.  
 
Other analysis options: 
 
To see your selection profile broken out by format, in the spreadsheet, select the format column > copy the column > click on a new spreadsheet tab at the 
bottom of your spreadsheet > paste.  
 
Select the column > Sort & Filter > Sort A to Z. 
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Select the column again > Data > Subtotal > OK >  
 
At each change in: format 
Use function: Count 
OK 
 

 
 
Lǘ Ƨǳǎǘ ŎƻǳƴǘŜŘ ǘƘŜ ƴǳƳōŜǊ ƻŦ /5ǎΣ 5±5ǎΣ 9Σ 9[Σ aCΣ tŀǇŜǊΣ ¦ƴƪƴƻǿƴǎ ŦƻǊƳŀǘǎ ƭƛǎǘŜŘΧ 

In the upper left corner of the table, click the 2 
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Select and copy 
the counts for 
each of the 
formats, leaving 
out the Grand 
Count. 
 

 

Then Paste it into NotePad or 
TextPad to clear out all the formulas 
ΨōŜƘƛƴŘ ǘƘŜ ǎŎŜƴŜǎΩ 
 

 

 
Select it again, copy it, and paste it into a new spreadsheet tab at the bottom. You have a count of the item numbers you select broken out by format. 
 
Delete the row ΨŦƻǊƳŀǘ /ƻǳƴǘ мΩΦ You can manually add the CD Diskettes, DVDs and E Counts if you want to see all the tangible electronic together, or you can 
report them out separately. 
 
Select the Count column, Home > Sort & Filter > Sort Largest to Smallest > Expand the selection. 

Select entire chart 
 

 

Click on Insert > Pie > 
2D Pie 

 
  

EL Count

P Count

Unk Count

MF Count

E Count

CD Count

DVD Count

DISKETTES Count
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As you can see below, this library is profiled for close to 60% in online-only formats. 

You can change the 
Chart Layout 
(Design Tab) to 
view the 
percentages. 
 

 
 
Going back to the original selection profile tab, try color coding your selection profile by format.  
 
Select the format column 
Sort & Filter > Sort A to Z > Expand the selection 
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Select the cells for a 
format, and pick a color to 
shade the cells 
 
Repeat the steps for each 
format until the content for 
each format is shaded 
different colors 

 

 
If you are using data from the List of Classes and Item Lister, select the SuDoc column. Sort & Filter > Sort A to Z > Expand the selection. 
 
Tip - If you are using DDM2 data, select the nsudocstem column. ƴǎǳŘƻŎǎǘŜƳ ƛǎ άƴŀǘǳǊŀƭƛȊŜŘ {ǳ5ƻŎǎέΣ ƳŜŀƴƛƴƎ a{ 9ȄŎŜƭ ǿƛƭƭ ǇǊƻǇŜǊƭȅ ǎƻǊǘ ǘƘŜ {ǳ5ƻŎǎ ǎǘŜƳΦ  
Sort & Filter > Sort A to Z > Expand the selection.  
 
You are seeing your selection profile in SuDoc stem order, color coded by format. 
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For example, the library here selects the 
Agricultural Statistics in 3 formats, EL, P, and CD 
(colorful, eh?) 
 
They can quickly identify if they want to deselect 
one of the formats.  
 

 
 
Also, you can get a quick sense of how a library is developing a particular area. For example, most libraries select congressional materials in paper and online, or 
microfiche and online. So you will see a pattern of color a/color b/color a/color b/color a/color b/color a/color bΧ 
 
This library here is a selective, and you can tell that 
ǘƘŜȅ ƘŀǾŜ ŀƴ ΨƛƭƭŜƎŀƭΩ ǎŜƭŜŎǘƛƻƴ ōŜŎŀǳǎŜ ǘƘŜȅ ǎŜƭŜŎǘ 
both the paper and microfiche version of Y 4.P 
93/1-10:  
 
hǘƘŜǊǿƛǎŜΣ ǘƘŜ ǊŜǎǘ ƻŦ ǘƘŜ ¸пΩǎ ŦƻǊ ǘƘƛǎ ƭƛōǊŀǊȅ ŀǊŜ 
consistently a blue/tan/blue/tan pattern, 
reflecting that they select congressional material 
in online and microfiche formats.  
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You can also do all of the above analysis using DDM2, with some caveats... 

 
Concept ς Knowing what you are profiled for so you can review your selection profile 
Process ς Reviewing your ISP - in DDM2 
 
Overview of DDM2  

¶ Is a service of Wichita State University 

¶ It provides search functionality and reports for selection profiles, shipping lists, catalog records, and other GPO data files 

¶ Its data dates back to 1997 

¶ DDM2 regularly updates their files from GPO files. They always indicate someplace on their page the last date that they uploaded content. You may have 
to wait for them to update their files. 

 
DDM2: http://govdoc.wichita.edu/ddm2/gdocframes.asp 
 
 

http://govdoc.wichita.edu/ddm2/gdocframes.asp
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The List of Classes is available on the home page 
under List of Classes 
 
The file can be exported  into a spreadsheet.  
 
However, for the purpose of analyzing your item 
selection profile, you do not need to create a query 
in MS Access database like above. 
 
To analyze your selection profile in DDM2, click on 
Depository Selection & Directory > Type in your 
library number and click Submit 
 
 
 
 
 

 
 

The library number is a link. Click on your library 
number. 
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You get a form where you can run queries on your 
selection profile.  
 
The form looks like you have to fill out fields, you 
ŘƻƴΩǘ ŀŎǘǳŀƭƭȅ ƘŀǾŜ ǘƻ ǘƘƻǳƎƘΦ  
 
You can see your entire profile by just clicking on 
Submit.  
 
Or you can evaluate it by format or other criteria.  
 
Tip ς You know how to evaluate what you are 
selecting on your selection profile, but what about 
ǿƘŀǘ ȅƻǳ ŀǊŜƴΩǘ ǎŜƭŜŎǘƛƴƎΚ  
 
From the form, in the Status drop down box, select 
ά¦ƴǎŜƭŜŎǘŜŘ ŦƻǊ ψψψψψέ to see a list of what you are 
NOT selecting. 
 

 
 

You can page through the search results 25 at a time, 
or you can export your selection profile by clicking 
on Export to Excel or Export to CSV 

 
 
From the spreadsheet that opens up, you can manipulate the data in the same way as above ς with one important caveat ς this is an IMPORTANT CONCEPT for 
when working with DDM2 ŘŀǘŀΧ 
 


